Quick Start Guide (a) HETZN ER

Outlook ‘'02/3: Guidelines for email account setup Trusted in Hosting

Website: Microsoft Outlook ‘02/3 - http://office.microsoft.com/en-us/FX010857931033.aspx
License: Software to be purchased at Microsoft

Sample Configuration parameter:
User Information:

Your name: Name Surname
Email address: user@your-domain.com

Server Information:

Incoming (POP3) mail server: pop.your-domain.com (port 110)
Outgoing (SMTP) server: smtp.your-domain.com (port 587)
Account name: user@your-domain.com

Password: mailbox password

(where ‘your-domain.com’ is the name of your registered domain with Hetzner)
Guidelines for new email account setup:

1. Launch Outlook ‘02/3
2. Select ‘Tools’ from the top menu bar
3. Select ‘Email Accounts’
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4. On the pop-up, select ‘Add a new email account’ and select ‘Next’

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

) add a new e-mail account

{3 Wigw or change existing e-mail accounts

Directory

() add a new directary or address book
(" Wiews or change existing directories or address books
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5. Select ‘POP3’ as the server type

E-mail Accounts

X

Server Type
‘ou can choose the bvpe of server vour new e-mail acount will wark with,

(") Microsoft Exchange Server

Cannect ta an Exchange server to read e-mail, access public falders, and share
documents,

(*)POP3
Connect to g POP3 e-mail server to download your e-mail,
) IMap

Connect to an IMAP e-mail server to download e-mail and synchronize mailbos:
Folders.

{JHTTP

Conneck to an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Folders,

) Additional Server Types
Connect to another workgroup or 3rd-parky mail server,

6. Enter all the relevant details

E-mail Accounts E|

Internet E-mail Settings (POP3)
Each of these settings are required to get vour e-mail account working.

User Information Server Information

Your Mame: Mame Surnanme Incoming mail server (POP3): |pop. yourdomain.com

E-mail Address: Euser@yuurdumain.cnm | outgoing mai server {SMTR: | smtp. vourdomain, com

Logon Information Test Settings

Lser Marne: |user@yaurdarmain.cam | After filing out the information on this screen, we
b recommend you test yvour accaunt by clicking the

Password: Aokskspodokst g button below, (Requires netbwork conneckion)

Remember password

Test Account Setkings ... ]

|:| Log on using Secure Password

Authentication (SP&) More Settings

7. Check that the following Internet Email Setting are correct: POP3 and SMTP servers; your
username should be your full email address
8. Select ‘More Settings’
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Internet E-mail Settings @

Gaeneral | Dutgoing Server | Connection || Advanced

Mail Account

Type the name by which wou would like to refer to this
account, For example: "work! or "Microsoft Mail Server”

E_ op.tester.co.za |

Cther User Information

Organization: | |

Reply E-mail: | |

9. On the pop-up, select the ‘Outgoing Server’ tab
10. Ensure that the ‘My outgoing server (SMTP) requires authentication’ checkbox is selected, as well

as ‘Use same setting as my incoming mail server’

Internet E-mail Settings

General | Outgoing Server |Cu:unneu:ﬁ|:|n | Advanced |

My outgoing server (SMTF) reguires authentication

{3_} |lze same settings as my incoming mail server

{:} Log on using

) Log on to incoming mail server before sending mail

11. Select the 'Advanced' tab

12. Set the Outgoing Server (SMTP) port to 587

13. The Incoming Server (POP) port should be set to the default setting, 110
14. Click 'OK' to save these settings

15. Click 'Next' and 'Finish'

16. Your Outlook mail program should now be set-up to send and receive mail

Note: If SMTP authentication is not catered for by your mail program, please use the SMTP server
delegated by your Internet Service Provider instead (smtp.your-isp.co.za).

Guidelines for existing email account setup:
1. Launch Outlook ‘02/3

2. Select ‘Tools’ from the top menu bar
3. Select ‘Email Accounts’
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Outlook Today - Microsoft Outlook
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4. On the pop-up, select ‘View or change existing email accounts’ and select ‘Next’

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

) Add a new e-mail account
%) View or change existing e-mail accounts

Directory

" Add a new directory or address book,
() Wiew or change existing directories or address books

5. Select the account that is sending/receiving email from your domain name under the list of email
accounts

E-mail Accounts &I

E-mail Accounts
¥ou can seleck an account and change its settings or remove ik,

Outlook processes e-mail For these accounts in the Fallowing order:

Type Change...
POP/SHMTE (Defaulth

POPISHTF [ eod. |
Set as Default

]

Move Down

Deliver new e-mail bo the Following location:
Personal Folders \J [ Mew Qutlaok Data File... ]
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6. Select ‘Change...’
7. Check that the following Internet Email Settings are correct: POP3 and SMTP servers, your
username should be your full email address
8. Select ‘More Settings’
Internet E-mail Settings E
General | Oubgoing Server | Connection f Advanced
Mail Account
Tvpe the name by which you would like to refer to this
account, For example: “Work! ar "Microsaft Mail Server”
E_ op.kester.co.za |
Other User Information
Organizakion: | |
Reply E-mail: | |
9. On the pop-up, select the ‘Outgoing Server’ tab
10. Ensure that the ‘My outgoing server (SMTP) requires authentication’ checkbox is selected, as well
as ‘Use same settings as my incoming mail server’
Internet E-mail Settings
General | Outgoing Server |Cu:unneu:ﬁu:un | Advanced |
My outgoing server (SMTP) reguires authentication
{f} Ise same settings as my incoming mail server
) Log on using
) Log on to incoming mail server before sending mai
11. Select the 'Advanced' tab
12. Set the Outgoing Server (SMTP) port to 587
13. The Incoming Server (POP) port should be set to the default setting, 110
14. Click 'OK' to save these settings
15. Click 'Next' and 'Finish'
16. Your Outlook mail program should now be set-up to send and receive mail

Note: If SMTP authentication is not catered for by your mail program, please use the SMTP server
delegated by your Internet Service Provider instead (smtp.your-isp.co.za).



